GO 1314 9 September 1974 
Confidential Intelligence Course 

Section 2 Part A 


16 Nov. 


1968 


to all.Int Chiefs 
via A/guardiano (area) 
D/Guard lan Y f.V 
Int Chief v Ui 


ALL COMMUNICATION BY LETTER ON INTELLIGENCE LINES IS TO BE ADDRESSED 
TO THE D/GUARDIAN T/7i AN D SENT AIR MAIL. EXPRESS DELIVER! REPEAT 
EXPRESS DELIVER*. aND TO BE MARKED PERSONAL (NOT ’ CONFIDENTIAL) . 

THIS HAS THE DUAL EFFECT OF SPEEDING COMM LINES AND ALSO INCREASES 
SECURITY AS EXPRESS MAIL IS LESS SUBJECT TO SCRUTINY THAN IS REGULAR 


MAIL. EXPRESS MAIL IS NOT X-RAYED OF INSPECTED. THIS INI 


’ORMATION 


IS CONFIDENTIAL AND IS TO BE INCLUDED IN ALL INTELLIGENCE HATS. 

N.B. Yfhere special arrangements have been made regarding mail going 
to private addresses the mail is not sent to D/c-uardlan but to 
whatever address has been arranged. However they must still be sent 
Express and marked personal. 
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Thu following forw \/ili bo used by nil JV.UillijjriKC Officer:; for lnvcal 
reports: 

X I J 1 F.U .1 C.KiVCK PKPC'HT 

I»tc:X licence Chief V.V 
via: D/Gufirdifui wtf 

Asst Guardian 

Investigator Date: 


I. Person being investigatced: 


2. Sour co of interaction: 


3 . Where investigation was conducted: 


4. Time investigation took: Travel timo: 


5. Data obtained 














6. List. of. evidence appended: 


(append evidence) 




. _ ' •; “V V. ’l 






7. Country: State of District: City: 


8. Kanos of all persons mentioned in above report: . 
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CO r \ February 3.5, 13 70 

A 3 1 13/ /• / Cur. rii i t:ss 

CUAKP UH LINES 

I've to the nature of GiinrOj :*n activities aid nlr-o du i 
to the t.qtrJ.ocU fvnctioiis of ths Cuurtiien Office, it is ncco^r -ry 
ut this tiro to review end to get in faster riewis of coununiciuior. 
to i Jiu fro.js the Guardian's Office lit. 1 .and to aid from Deputy rni 
Assisv.-nt Guardian Of f3 car. . 

The following is, therefore , to be studied and to be put 
into effect irsodiatcly : • . 

1. JliJJiXr. Telcz ccntsati cations ri.ru to be reserved and 
used strictly clftoi n priority cor-savni cation to alert the CuardLan 
VH? o r . ],/ A / Gu nr c ; .i an to a dangerous situation which needs urgent 
attention*’ vbi eh :ss>y cp.usu rcpsr.cusficr»s ir. unothor urea then 
ones c..n, or which report?; important wins for ’Scientology. 

Enrrswlo? of d.-\ri ; -fiyc‘ .:s _ si tuations wh ich require 
u rg e nt aiftrn f: ’’on ; * ““ 

1) HLC pews service putting on squirrel pro grouse Aligning 

Scientology to black i-itqic ARC Lcc:sJ. injunction obtained to 
prevent pvogr?.:u--.o and FRO has app ointment to see top NEC official 
Vo square up situation. ... 

2) Franchise Bill Jones arrested in Mew Jersey for practicing 

medicine without a licenses ARC Have obtained his release and 
Legal institute counter-suit ’for revise arrest. ... ... 

Exam p les o f si tuations which nay cause repercussion r- 
iir'd'thHr area s : • . - J™ ^ 

1) Hews stories which might be picked up by International 

net's services. ’. . 

2) A troubles cine SP leaving for another area. 

5)'- Intelligence information, which, affects another area. 

• Examples of important wins for Scientology : 

1) The winning of some-legal action. 

2) A favourable PRO action. 

3) A tax situation handled. . i • 

2. *• DESPATCH : ‘ • .’• : • 

As j>er previous Guardian Order 103 I NT of November 2- 
1P6P, despatches are marked ns to priority - Priority A in red 
Cor.z tec danger and rr-quives -proepf action rid rt tent ion; Prior; 
li in green dun off*. Matter:; which if . not handled could develop 
into u survival throne to the Otgr.hisatl on; :.u£ Priori rv C :.n 
blue denotes Mutters of long range survival value, future pi. us: 
and future actions. 

of Priority A actions, one should write an 
•>d Vou:;* it .'.!*«• of) ;• to till": Guardi tn h'V/ i 
C:.;.t?7--,v.«.1 i jr:j' s Offices. Vbi.- • 


In oases 






V * 

In ur.* ting drr.ratchns tho 'nual ye filiations apply -- 
0 i,o (’or jj.itr.li por sopamto and d.isUact subject. Don't throw 
every*.!, in?', and tin*.' kitchen ft ink in t r . one despatch ns this makes 
difflt ;•?.•;•/ in .’firing find difficulty in filing - ono subject 
equals cnc despatch. 


3. PROCP- Air ffi. r eports: 


'■ Report compliance and action on specific programme 
orders on separate despatches , and n tho top of tho despatch 
mark it so: 

Hjj ; f MAI'S Q> ! BUR E AU 1 ): (NAME OF PRQGi/jj-iHj 

ProgrcEnos ore tho main actions pushed by the. various 
bureaus end are set out in tarpet fern. Separate files are kept 
for oach programs so that the pro;; r css and actions accorcplishod 
can be pushed, targets can bo added c-r altered as needed, or 
separate projects established to help further tho programme. 

4. ? WEEKLY PJ! PORTS: 

Wockly reports arc required by oach D/Gur.rdiar. in. 
charge of a Bureau at lift. These- are forwarded through tho 
Continental Office of the Guardian ’chore -such exist. These 
reports should bq made out every Thursday at 2:00 pa (os usual 
reporting tine in, Orgr.) ., • 

If thoro is only ah Asst. Guardian, as*in : a small' • 
organisation, tho. Asst. Guardian is required to make sever. • 
separate reports - ono for, cadi of tho Guardian Bureaus: Legal, 
Intelligence, PRO, Policy Knowledge, Finance, Personnel and 
Todi. If an Asst. Guardian has in thoir Office sons one on- * 
Legal end Intelligence, then these personnel make weekly • • 
reports and the Asst. Guardian makes separate reports for 
the five other bureaus. “ • 

v ’ •'•••• 

If thoro is nothing to Teport as regards aBurcau, 

■then report this feet in this wise reports aro at least complete 
for all the Bureau. 

Do not use' a weekly report to make full detailed reports 
on programmes intelligence, finance, otc. Such reports are . 
separate and arc contained is programme reports and despatches. 

The weekly report is short and to' the point end involves 
only a vesuno of tho weekly actions per formed and work done. 

For example, an A/Guardian for Intelligence would 
report tho following: 

RE i I) 'T13LL: WEEKLY HP. PORT W/E FEB. 12, 1970 •' '• 

"1. Pgm: Intoll: Fublic Madia. Investigated Harry Smith roporter 
for Los Angoles Homing Star. Found interesting connections to 
.tho APA. pull report- sent, separately, 

2,- Pj;n: Intoll: Went to Tuesday mooting of local ID! group. 

Collected names of najor pushers. Full report sent separately. 

; 3. V.rs called in to investigate a psrsc-n who had wandered into or; 
Found ho was just ft harmless person who through we were an 
engineering fir:*.. Handled and routed off premises. Report not 
sc::. no danger involved but will vetch for anything further 
ji::-r :.r, case . " . ; 


l/J.-iii ; . < :>vd to conwiii:.. i;c,, any ci.::;:.;unic al j o» , always 
;-iu h wit’/. two tkiv.;;.-! in mi.::': (!) )s i.hcre i problem 
i -i ,;s.r :• niorm-.v j on i.p . data i i. .*! i i so, what 
• • '' •••iT.t-lre U.o hi;,;. 
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And -if there is ;» problem you arc- comtawiiicnl inf , iS.. . 
» ] s o ccir either nc:l ion:; you have taken or The ae.l j c> i . .. 
you ilTu-na t o X u . This will then enable n senior just to 
acknowledge , okay or. give further orders in t.ho Matter . 

The second thin;*, to bear in mind: Is this G».: .. or 
information of any use in Guardian activities and af so, to 
vhat use can it be put. 

And if there is any value to the information or 
data, give sucp.es t ions £r its possible use. 

For example, you have out a clipping out of a 
newspaper which tells of the harm done by electric shock, 
l.’ell, this can be used by the D/Guarcian for PR.0 in FREEDOM 
and it can bo used by Intelligence in Dead Agent actions. 

So supply both these terminals at WK with the clipping and 
your ideas of suggested use. 

Data and information is as valuable as it is used, 
that is why it is important to look at use in such. 

Finally, in long articles, pamphlets or books sent 
in, loam excerpting in order to point up data and j informations 
of use. This is done by marking such passages in red pencil 
in brackets, * 

J 


- ^ 

The brackets should be in .red pencil. 

Communication and speed of particle flow are vital 
to our lines. Let’s improve communication quality and thereby 
speed up particle flew. . 

. - ‘Mar)' Sue Hubbard 

CS-G 
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COM MUf il ; '.AT 1( >13 JPC V 

Tills G n i Vi r. Op.le r cancels tho 
l’ol lowi.nn issues: GO- r )2'-' r }0 1 RF.l'OR? 
ROUT IK*'. OSIAfJG?;, GO KSjl. REfCrF" 
uCT~DFnT^,]:;77'AM i:r:i;M isnt- | ^CT^1I:3 , 
kv.': KKIGfi-rHCiTf'nTo. 


Tills Guurdicn Order clarifies the routing of reports to 
The Controller. 


WEEKLY P7-:?ORPG FROM CO V/W 

The D/G Legol V/W, D/G Jr.fo WW, D/G Finance WW, D/G PR V/W and 
D/G Services WV/ will send copies of their weekly reports to 
The Controller via the Controller Co; v in. These will, covar all 
note-worthy activities for their Bureaux throughout the y/orld, 
minus the* United States. 

WEEKLY REPORTS FRCf5 GO US 


Cor 


itroller 

bhed 


Copies of the following reports are to be sent to The. 

via the Controller Corem US: 

1. Copies of ail US A/G's for' Legal' weekly reports at 
to the B/G Legal US weekly report. 

2. Copies of all US A/G*s for Info weekly reports attached 
to the D/G Info US weekly report. Copies of all Info report.*; 
originated by any A/G for Info in the US or by tne D /G Info U 
to be forwarded directly to The Controller via the Controller 
Comm US. 

5. Copies of all US A/G's for- Finance weekly reports at| 
the D/G Finance US weekly report. 

4. A summary of oil US A/G's for Public Relations wc-eklh report-: 
included in the D/G PR US weekly report copy (as is purren-;3y 
being done). 

A copy of the D/G Services US weekly report. 

U FKKT.Y RETORTS PRO M OM\1 &. DGUS 

The weekly r«;.oi ty from Tho Guc rdinr. V/W o:\;'l the Pc put;: C 

now «- moist of n round-up of inportoi.t- itu.-.u* nisevd in t 

of 'lir-iv t'/Gn, .’tiv.i items tr at need further handlings. 
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(Copy of Dispatch from C Comm V.7/ Ro: Weekly Reports) . 

j 11.10.72 

To: DG Int VW 
via: Guardian \TA 
from: GComm V Ul 

Pr. A 





Dear Mo .Re: Weekly Reports 

Weekly Reports are due in ray in-basket by midnight each Friday. 

I realize that sometimes an emergency arises and that this deadline 
is not always possible tor be met. This leaves the weekend in which 
to complete the weekly report. 

In the past 1: weeks, there have beon 32 weekly reports deceived 
froia.the DGs WW & GO Esto WW. Of these 32, 15 were received late. 

This is not ok. 

Therefore, from now on, weekly reports not received by 10am Monday 
will not be accepted and will constitute a no report. • 

The only time a weekly report will be accepted after 10am Mon., 
is if an okay has been given by the Guardian. Requests for this okay 
must be to me by 10am Mon. 

;■ love 

Loode 


'I 





GU.iiOIAl: C’lilifU'i 


CC 802 

All Guardi an Offices 
iMriftu Chiefs to H/J Purpose 


20 Juno 1973 


YOUK V&-J J/f Ks-H OHTS 

Thu Purpose of tho Weekly Reports- that you are required to write 
is as fellows: 

1C KLHP CS-G AliD TRL TOWBBtJl m iaS0K»0> fP ;LL 
GUAHDIA1! OiTICii ACTIVITIES, TEinoUCKOU? Tliii MOULD SO 
THAT T £SY KAY BRTT&a PLAN /J?D OO-OHMEASb FUTURE 
ACTIVITIES- OP lttB*COAkDI/j; 0 T?ICa lUTHUlK TO OBTAL'I OUR 
VALUABLE: FJilAL PRODUCT: ■ ACChPTAKCAS OP SCliuJTOLOGY . 

To accomplish the above purpose, your reports zjust We concise, 
factual, and sent on time each w.eek. If they are stale-dated and 
received late, they are of leas value Xo CS-G and could even act as 
Dev-T if absent when an over-all evaluation is being done by the fact 
of omitted data. • - 

Vo depend upon each of you to get your Weekly Reports done and 
forwarded Oli TH2 each week. 

If you aro having a rough time doing co, it is probably simply 
a matter cf out admin and can he corrected.-' If you feel it is really 
bugged, let me know and I'll give you a hand - for n small fee, cf course 


Kikki Freedman, 

• CU-G Communicator 

for 

Mary Sue Hubbard 

c:;-g 



p/^ .Xf'JT' Uj <7 — — 

TO: D/Gs , /./On, and their personnel 3)AT£; / 


Yin Guardian YA/ 
FJtCM: G/Cosira W 



To epeed up the ndrain of the C/Coirsa VWJs poet, you nro requested to 
include the Oh to of the order (CS-G or G2)n W) referred to in your Progreso 
fteportc. 

G/Cod 2 \Af«a duty is to caho note of progress on the logging entry. As 
conic orders are quite old (or ciiiliarly vorded) a. lot of unnecessary search- 
ing is .dona to find the .date of the correct order. 



Your help on this vill he greatly appreciated. 


Love, 



I 





GlhiRDI/iH ORDER 


00 lj5 2nd September, 1;/, 

DURE.-i.U PTC REPORTS 

The Continental Deputy or .^aaiotant Guardian is to senu 
ono Telox per week giving the. statistics of each Bureau as laid 
out below. This is to reduce tho coot of reporting. 

The Telex is to Give the letter of the Eureau followed 
by the stat, in the order Given in HCO P/L 2? May 1970, Tno Or- 
ganisation of the Guardian' a Office. 

i.e. STATS PEES 17 PK 17 L 20 I C 40 I 12 PC 2,000 B 400 T — 

PR TC 129 CA 2710 


The stats to be telexed for each Eureau are as follows: 

Pers: No, Divs in Normal ' or above, PK: No. Divs in Boreal or abov 
Legal: No. Legal Cycles Completed, Int: 1) Total Connections j?oui. ' 
2) To.tal Incidents Pound, Finance: 1) Cash 2) Bills, Tech: Not 
yet statislsed, PE: 1) Targets Completed 2) Cycle of Actions Suc- 
cessfully Completed. 
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GO 35 
All AGs 
DGs 


19 March 1971 


RETURN* ADDRliSS 


Of 


All Guardian nail between Guardian 
terrainals v/i 1 1 now have a return address. 1 

address will be the confidential address used by 
sender to receive mail at. 

Jane K ember 

The Guardian World! 
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Wide 
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GO 151 7 SpPTsi 1971 

«11 Guardian Offices 


7\lIPO^T ING 

rill reports to fr fron any Guardian Office, liure.au or Section 
regarding situations or incidents should always give the date <~i 
that situation or incident referred to in the report. 


The date of the report is not necessarily the date of the 
incident, and if Chitted, can put the incident out of sequence. 

Hikki Freodnan 

** C ^ ■■ G nr: 

for 

fcary Sue Hubbard 
The Controller - 

I-tSi-1 : WF : 1 1 . * : • j . 
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GUARDIAN ORDER 


GO 905 2P. August 1975 

All Guardian Offices 
Controller Communicator Hat 


TRAFFIC TO AND FROM THE CONTROL LER 

All traffic to and from The Controller of course goes thi'Ough 
the Controller Communicator Flag (CS-G Comm). 

V/ith the introduction of the Controller Communicator rietwork, 
all traffic to and from The Controller additionally goes through 
the Controller Communicator for that Continental Guardian Office 
where one is posted. ' 

This would also apply to any Assistant Guardian Office: where a 
Controller -Communicator is posted. 

The routing the United States Assistant Guardian Info reports 
(that were previously sent direct to The Controller) now 30 via 
the Controller Communicator G0U3 to The Controller. This modifies 
GO 52770 KSH, "REPORT ROUTING CHARGE". ' 

In no other v/ay does the introduction of this post change GO 
communication or command lines. 


Hikki Freedman » 

Controller Communicator FI: 



WRITE-UP 


21 Fob 
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Following are a few things to keep in mind when you wrJ te 
reports. If you keep them in. It will help both your cwn 
nrca and the area you are sending the report to In crosis- 
filing. 

1. ’ Write only one report per subject. If you write about 
Joe 31oggs, then -write about Joe Bloggs. It should no" 

be about Kary Smith and Fanny Eill if Mary and Fanny have 
nothing to do with Joe. In other words no multiple reportG. 

2. Kako sure your reports are neat and where possible typed. 
Remember that xerox machine only prints foolscap size, so 
make sure that if you are using larger size paper you nust 
leave a margin wide enough for the machine to print, po 

not write on yellow paper, the xerox machine can not cepy 
from this. Do not use blue carbon paper as it does not 
come out either, so use black carbon and black ribbon in 
typewri ters . 

3. Don't use abbreviations for organisations assuming that 
it is known who you mean. Sometimes we don’t and sometimes 
organisations have the same abbreviations. Also write 
surnames when reporting about individuals as wo don’t always 
know Just the Christian name. 

k. Be sure that your spelling of names is correct, or 
else we end up having duplicate (or triplicate) files, 

5. If you write a long report and attach documents, at the 
end of your report list out all the names of individuals 
ans organisations mentioned. This takes up hardly 
time fox' the originator of the report, makes filing 
cross filing easier on the originating area and the 
of the report, and the originator is certain that hlo| 
report is filed undo' the relc.vrnt names, 

ping these points in make it easier on all 

Di rector of Colic O'. 
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GO 77 3 0 Juno 1973 

All Guardian Off icon 

KUC i-TfkTlNQ j^l OitTO M. : J; nrtmMATTPi! 

In the interest of reducing "over-rend" of G.O. Excca and especially 
the* 3/J US, iivi C-uirdian W and CJ-G, all G.O. personnel are naked to folio;: 
the following procedure in sending long reports and information up linos, 

Complete reports and floods of information are wanted and Guardian 
Office j;«roonnel generally do an excellent job of reporting. Therefore, 
do not cut down on your report length or amount of information cent. 

Simply add an extra step to your reports and information if they are 
long. This i3 an excerpting step, 

"Excerpt" ic defined as "to select, take out, or quote (passages from 
a book etc,); extract. 

• Here is the full procedure: 

1. Write your reports recording nil data and attaching all information. 

2. After the report is written and it seems long or there arp articles, 
transcripts, etc, attached, go through and underline in u different 
colour pen the key passages or the most 'significant information. 

J. Attach a routing end cover sheet -on top that outlines the full report 
and information it contains with principal data or conclusions 
clearly stated. 

4.. Send it on normal linos. . 

In this way the executive up the line can get the import.?. it data quickly 
•and can still go through the full packet of information attache 1 if he or she 
feels it necessary. 

With. a rapidly expanding and highly productive Guardian's Office, this 
will relievo the top execs of reading time and give them more time to wear 
their cany other hats. 


Fred Hare, 

CS-G Asst. 

for Mary Sue Hubbard, 
CS-G. * 





GO 1219 KSH 


7 July 1974 


GO Gtr.fr 

E/CE: n'TI O '. : >?r iL.VOETo 

To excerpt means to pick out, and in the case of Guardian soy ext a 
it means additionally to pick cut v/hat is II J-'Or.TA!. T a no. AiTLICAHL/i. 

All reports accompanied ivy other reports, attachments or documents 
enroute to the Controller will nov/ require excerption ns per the 
following procedure: 

1. Excerpt the reports, attachments or documents by minis a ruler 
nnd red pen to underline- what is important and applicable. 

2. Place on top a yellow excerption sheet which gives a condensed 
summery of each excerpt and state where and on vhal page each 
can oo found in the reports, attachments and documents. 

This .is r» simple, cut essential, administrative action which can be 
done by the originator or his or her Communicator, which relieves an 
Executive from wasted time in digestion and excerption and permits the 
Executive to devote his energies to direction. Thia action should in no 
way delay communications. 

Prom here on out it is the duty of eccn Controller ‘Communicator to 
get excerptions being done n3 aoove. If he or aha receives communications 
to the Controller in the future which have not veen excerpt’ id , then it is 
the duty of the Controller .Communicator to do the excerption himself or 
herself oven if they have to consult with .the originator ‘to ensure what 
should’ be excerpted. 

An example of excerption is attached. 

Mary Sue ijubbnrd 
Controller 





fiUbi3«. l O C-w TOKS OFFICE 
SuJ.nt iill 1 ;.;a;.or, iast GrlnatCv.u, Suiiu 


Limited Issue 
a/G 

HCG LS 
HAS 

Dir Comma 
Lon F.enimeo 


HCO AL'tU!;iS , ffi..'lXVi; Lj.ricR Or 15 td Ju 

C OKI? I Li’-i*. 1* I j iL 
1' oLoX CO Pro 


abbreviations or codec 
This is to ensure sec 


to be uoed on 
krlty on telex 


r> 


The following, are- 
telex cc mm. whenever coctlble. 

• lines. 

Worldwide G uardians Office 
GDN - Guardian “ 

GV.'.T - The Guardian iVft 
DGF7/7/ - Deputy Guardian Finance 7.7 
DG L'.Viv - Deputy Guardian Legal 7,7 
DGS 47.77 - Deputy Guardian Bureau 4 yr,7 
DGPROV.T; - Deputy Guardian PRO 7/lY 
DG7XYA7 - Deputy Guardian Policy Knowledge 7,7/ 

DGPViTi - . Deputy Guardian Personnel 7/"/ 

DGTViTi' - ’ Deputy Guardian Tech ‘77/ 

PPjiVVW - 'Public Relations actions 7V 
PHPVt.V Public Relations Planning V/7/. 

LACTYiT, - Legal fictions Til 
TilVJir/ - Treasurer 7(7/ 

These are used, in telexes to and from -.7,7, For other Org 
just put the appropriate org designation instead of \77,' ( eg DGFUS- 
Deputy Guardian Finance US etc.).-; 

7/ 0 rid Yi'lde Organization 
HLSV.V, - HCG Exec Sec 7 ft? 

OESVfiV - Org Exec Sec 7,7 . 

PESIW - Public Exec Sec nVT 
HASV7T7 - HCO Area Sec VA7 
I E07A7 - International Ethics Officer >77/ 

OlCVffl - Organizational Information Centre 
S6;77r • - Franchise* Officer 7,7 

LRHCn?i - JLP.H Comm 7/77 * 

T1X0PV/V7 - Telex Cp Yf.7 ' • 

As in the above, substitute the orgs designation 
VTA* for other Orgs use. (eg. HicUS, LRHCUS, GICAF etcj|. 

Sea Organization 
SO - sea erg 
y.iss - ;as£icr. 

USSS - US Stations hip 
UKSS - UK Stations hip 
DKSS - DK Stations hip 

( 7 ) - Flop (it is important not to use the v:ord Flag on telex linos) 


ins te;-c 



VO CD“J CNVji ^C-j WHO 


• 2 - 


CS Guardian 


\g OS’s titles are to be used instead of names. 

Also as much as possible avoid the use of full 
^oole , olaces etc. But don’t cut out names Kitnout 
■lelnator, as it may cut down understanding &t the o 
hat’s it! • . 


names of 
tC of the 
Lher end. 


0K 


Sue James Dir Copm ’,77? 
for Gunbritt 3ird 

HCO Area Sec 7A7 
for Anne Tampion • 

HCO Exec Sec 7fW 


bov right 
y'l., Ron Huobard 
EIGHTS RESERVED 
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CODES AMD COni WO, CORRECT PRACTICE 


POLICY 


FIRM POLICY: Anyone who uses or receives messagi 
v;hich employ a code of any kind or type MUST DE FULLY 
HATTED Oil THIS POLICY and the code he is employing and 
• must have read some text book on the subject* 

A code can be destroyed at once by incautious use 
and thereafter leaves the comm line wide open* 3ad cojies 
or coding can ARC Ercak the recipient by the mechanism of 
the misunderstood word. Codes which cannot be made out 
or are improperly done or messages which contain error 
in code cause Dev-T, loss of time and can cause a 
catastrophe. 

Common errors in using code are: 

a. Recipient does not have the code being used,' 

b* An' arduously (hai'd work) coded message can ha 1 
an enclosure right behind it in plaintext which permit; 
the code to be broken easily as it is referred to in t 
coded message. This not only makes the use of code put 
less, it also destroys the code itself. . 

c. Messages received in one code are sometimes 
transmitted on similar lines in another code, . permitting 
the same text to be broken and both codes cracked. 

d. Use of code v/oi'ds next to voi'ds which expose 
them at once: i.e. “The Dubloo sank" is easily seen to I 
mean "The shin sank" and anyone intercepting the message 
now knows that whenever "Dubloo" is used it means ship^ 
Aftei' a lot of messages he has your whole code. 

e. Corny coxsiting errors giving wrong numbers, c 
errors in talcing a word one oi- two up or down from the 

.right one, corny relay errors in reading or typing. 

f. Letting codes r amain in force too long as thib 
gives an interceptoi' the volume of traffic die needs to 
break the code, 

g. Leaving a code ai'oxsid so it can be seen or letting 
a copy of the code be exposed and then not nlex'ting anyone 
that the code lias been "c omproaised ,! (which is to : say 
exposed so it is no longer valid for use), and then'gojLng 
on using it! 
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FI c. grant examples of each of the above error.*: hnv: 
occurred .la the pe*.;t year and « ot.c of them many times. 

Any one of these errors destroys nny value a codo may' 
have. • 

THEORY 

. There are quite a few books end booklets oh the s abject 
of Codo3 and Ci:.r(-v.i . These arc not hard' to obtain. The 
better on.es in a .vlr-ssarics «:! i in common use. 

They are not l.a.-'! f and a:\> s ’••;•*• entertaining. They 

. give the general bv.ckbot-e of the* subject. 

There are only t-v-o typos of methods of obscuring 
meaning in a nessa;.-.;?* f-nc of those is SUBSTITUTION, the 
other is TRANCFoUI 1 1 ON * 

Putting a letter or number or v;crd down to stand for 
another letter or .meet or or v;ord is called SUBSTITUTION. 

Mixing up the secusnce of letters, numbers or vords 
is called TRANSPOSITION. 

A CODE is generally an arbitrary list of words that 
stand.. for v/ords actually meant, 

A CIPHER is generally a substitution of letters cr 
numbers for other letters or numbers. Scrambling their 
sequence is a common second step. Loosely, also moans 
. "Code". . • 

PLAINTEXT mean3 the message in clear without code or 
cipher. 

CRYPTOGRAM (hidden meaning) is something written in ' 
code or cipher. ' , 

CRYPTOGRAPHER is someone who uses codes and ciphers. 

CRYPTOANALYST is a professional code and cipher breaker 
usually employed bv governments or military units' AND ONE 
WHO CAM AND 3J0CS BRS ;K. CODES AND CIPHERS V7IOHOUT HAYING THE 
ORIGINAL CODE CR CIPHER. . : . 

Codes and ciphers are used to SAVE COST BY REDUCING 
LENGTH OF MEiSAGNS and TO OBSCURE FOR A SHORT OR LONG 
PERIOD OF TIME THE ACTUAL MEANING OF MESSAGES. 

• The ideal code or cipher would be one which -was »asy 
to encode, easy to decode, which shortened the message, 
hid its me an iii.- to anyone else and was not in writing and 
so could not be seined. Almost all codes or ciphers 
depart from the ideal in one re spent or another. 

Inexpert use is the comm on act ceusc of exposing 
messages. See the list of crx on: a-g above* 

Any codo or cipher can bo broken if there is enough 
traffic in it and if it is in a.' partly planned or used. 

The transmission channel ttrvlf may bo hidden such 
os invisible ink 'ii).o Xus on juicsw •■•hich goes brown on. 
heating, ouch as writing the uossogs on u person's head 


© 


© 



HGO FL 11. *.73 


** 3 - 


v/ho has been shoved end then 'lotting his hair gr o\:, like 
writing on eggs, 3 ike pul tin;; encoded ads in the paper, 
like putting the message in a secret "drop", etc. 

International telephone and telex lines are supposed 
to be "secure" but in actual practice are open to any 
wire tapper private cr government end to any "legal" 
surveillance. 

Radio is wide open to the world. Many international 
phone and telex lines go by radio. 

Using code at the minimum causes delay and sometimes 
a great deal of trouble t-* an enemy. In very rare cac'S 
particularly in a changing book code or a one-tine cipher 
he cannot make it out at all. 

In practice one assumes that a) he is going to be 
heard by ar. enemy b) that his messages will fall into 
the wrong hands c) that all codes and ciphers can be broken 
and d) that his receipt point will have trouble in getting 
it back into plaintext. If one always assumes these points 
he car. take measures to minimise them. If he does not 
assume these points he is a fool. 

The mighty suj»er*aen of Germany, the brainiest race 
in the world according to archeologists who have studied 
the remains of their civilization, lost TWO world wars 
by being stupid fools about their, codes and supposing 
that because, they were so brilliant the -codes were -bri Ilian 
and would- never be cracked. England had the German cod ■— 
books aimer t the c-ntire duration of both wars and cracke l 
their messages at will* 

But the GREAT Franklin Roosevelt and dear Winnie t -,e 
•Churchill chattered to each other nightly in ."scrambled" 
transatlantic phones WHICH WERE EEING UNSCRAMBLED AND 
ARRIVING r.: CLEAR IK HITLER »S FLAPPING EARS THE HOK137T 
THEY WERE ‘JTTBIED. -And these contained all details and 
plans of every campaign, before it happened. 

The proud and invincible Russians, masters of the 
art of subterfuge, used such corny codes that they handed 
over the names and addresses of their most famous agents, 
THE RED ORCHESTRA, anci got them hung up to die on Hitler's 
meothooks, . ' 

One probably could not get big enough a number to 
count the people who Have died beceusc codes and ciphers, 
thought secure, were broken or exposed throughout h"istcry. 

And almost every such instance was because someone 
trusted with or using cedes or someone supposed to 
invent them and safeguard them made corny errors such 
as those list n-g above. 


corn r-u-r.GAG-R check? - im* 

The following items used as a checklist on any code 
or -cipher message, Telex or Letter will r>rovent 
'catastrophes. • 
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1. Is the person using the code hatted 
on codes? 


2. Is .he hotted on the code being used? 

3. Does the recipient have this exact 
code? 

A. Is there going to he an .enclosure 
with the coded message which contains no 
code Meaning in plaintext? 

5. Is this code going to be relayed in 
another code which then gives two copies 
of the same text? 


6, Is the code so used that despite code 
or cipher its meaning is exposed by adjacent 
words*? 


7# Does this coded message contain any 
errors in counting? 

8, Does the message contain errors in 


.. rearrangement? 

9. Has there been a large volume of 
exposed, traffic that employed this code 
or cipher without change? 

10. Has any copy of this code been exposed 

so that it might be in public or hostile 
hands? . 

11* Would it do any real haim if this 
just went plaintext? 

12 « If received in a garbled form will 
it alarm anyone on the receiving end when 
it shouldn 1 t? 

13* Are the people on the other end code 
hatted? 


If the answer to any of the above is NO then you 
better handle it quickly as ALL your traffic is now or 
will be at risk. 


had 


L. RON HUBBARD 
FOUNDER 


LRH : nt _ 
Copyright (c) 1973 
by L. Ron Hubbard 
ALL RICH';. 4 ; RESERVED 
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HOO POLICY LETTER OF iU»Y 14 , 19GO 

I1CO Scco 
Assoc Secs 
rut, Rol. Ha to 

CLIPPINGS BOOK 


In the intercot of preserving newspaper clippings, 
mugasino articles, or other pro do -items on the subjects c 
’ I, Ron Hubbard and/or Dianoticd and Scientology, tho Pub]. 
Relations Hat of HCO(or Central Org whore there io no HOC 
should collect any and all clippings Prom the organise tic 
on tho ubova subjects, and assemble them into a suitable 
Clippings Boob, (This includes any articles which come 
into tho Org whether sent in from- someone in the field or 
whether obtained by staff oamburs, or Public Relations. J: 
aloo includes articles written about Scientologists on tty 
subjects of 1RH and/or Diane tica/Scientology . ) 

Any staff member who sees any mention of LRH or 
Dianotica/Scientology . in any newspaper or magazine should 
send ouch clipping to Public Relations to insure that it 
finds its way into tho Clippings Book. 

Uhenover clippings are posted on the Comm Centre B<|< 
after they have been up for the specified length of time 
they are. to bo returned to Pu.-ic Relations for mounting 
the Clippings Boole, 

RECEPTION DUTY 

Reception and other staff members are to insure the 
person coming into the Comm Centre ever removes any clipo: 
from the Bulletin Board (or other display in Comm Centre) 
except an HCO personnel (who gives the clippings to Publf 
Relations), 


SUGGESTIONS FOR KAITDLI37G A CLIPPINGS BOOK 

1, A looso-loaf notebook could bo used so that in tho j 
event a photootatic copy was evur needed the page could be 
taken out of the book for photostating (or for making a 
typewritten copy). (If a- scrapbook io used, the clippings 
cannot bo easily removed without disrupting the book pages, 
unless you uso a scrapbook with removable pages,) 

2 0 Clippings should bo trimmed neatly and mounted with 
suitable paste or glue onto tho shoot of paper in your clippings 
book. (If using a three-ring looeo-leaf notebook, mount the" 
clipping directly onto that sheet of paper (threc-hole-p£ per) • 

(If using throb-holo paporj use gummed reinforcements arqund 
tho holes to prevent tearing.) 

3 . The dippings should be placed in tho book in chronological 
order, t r/ dates, with tho oarliest date at tho front of tho 
book, . 

4» On the outside of the. book can be printed t 
CLIPPINGS 
Book No.l 

Clippings on L, Ron Hubbard 
and 

Bianotien and Scientology 


iard, 

in 


.t no 
dngs 



lino i% 1.1.5. go 




it 






When ono book is filled, otart Book No. 2, eto. 

5. \Vhon mounting a clipping at tho top of tho page] 
shew no rauoh data us por.iu.lblo. 


b 

c 

d) 


Source of material (name of nova paper, magazlnq 
City and Country ( e , g , Washington D.O U,S.A,)| 
Date of article (date clipping appeared In tho 
papor or magazine). 

Page nuMbor(s) on which' article appeared* 


always 

, otc.). 
Inewo- 


country 
pear in g 
o what 


our sheot 


(I.t iu helpful to add the name of the city and 
uo that in the future when referring to an article ari 
in. cay. "TiLE COURUiK" , there will be no quotation as t 
city, what country - U.S, A;- 7 England?, etc* ) 

6 c When mounting a clipping which is larger than dc 
of paper t mount what you can on tho sheet, and fold the 
remainder neatly over tho top of tho sheet, so that it. fits 
squarely into the book. '(To help protect the newsprint, you 
can paste a blank sheet of paper onto the back of the part 
that overlaps so that when the newsprint is 'folded ii has 
sorao thing substantial on the back of it for protection. ’ . • 

A loose-leaf binder as suggested herein can be put into 
your file drawers, v/horas an extra large scrapbook might not 
fit into your files. 


Bo ch< 


The main points are: • Maintain a Clippings 
will endurej mount the clippings in ouch a way that 
not tear* insure 'that complete data accompanies each 
mount clippings in such a way that they can, -if neced 
bo removed for copying purposes* 


which 
i|hey will 
clipping; 
sary , 


Such a book will help us maintain a running record of 
publicity on LRU & Dianetics/Sciontology. 


Issued by: Peter Heme. 
\ ' HCO Secret 

for 
L, RON HUlfe; 


LRH:js:sb 

Copyright (c) i960' 
by 1, Ron Hubbard 
ALL RIGHTS .RESERVED 
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All newspaper cli: 
and other topics c 
clippings fro;: oul 

Xerox copies of us 
.PKO and Legal. Ac 
sending to Bureau 
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CLIPPINGS 


ipin&s, whether cn Sciontology/llianeticii or on rental health 
>f interest, should do routed on to iuronu 4. This includes 
Lor or&o. 


rtj.clea on Scientology arc routinely done* for 
*.y 'cocico required on other subjects should ne 
A for filing. 


the Guardian , 
done before 


if' 


Proposed by 
for’ 
for 


Dor 

Mo : 

J an 
The 


>thy Fcnberthy 

Judlong 

* Keaber 
Guardian V* 
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The standard G.O. Lino for newspaper cuttings about 
Scientology, Scientologists, Orgs, 3‘.T!H etc, io through 
Bureau 4. 

Bureau 4 is responsible for ensuring that I-R and Legal 
and the A/G or D/C- is requested, get copies of the clips:.. i;;: 

Thu-, clipping is then re cute d to the next senior Bureau 
4 on lines* . 


The Continental Bureau 4 in responsible for the orig 
of all cuttings. 32 . k Bureau 4 Lan Vegas doing clippings, 
an article on us. Ke clips it. lables it neatly and does| 

1 copy for P/A/G ?R Las Vegas 

1 copy for 33/A/G Legal 33a o Vegas 

1 copy for A/G Lao Vegas (if requested by A/G LV) 

1 copy (or more) for hie 07/n files. 

The original is routed to B/G Bureau 4 U.S. via A/G 
Vegas and B/G US. 

■p/G Bureau 4 U.S. distributes a3 follows: 

1 copy for B/G PR U.S. 

1 copy for B/G 'Legal U.S. • 

>1 copy for B/G US (if requested) • 

Original for hio own files, and 

3. excellent fully readable clear copy is routed to l}G 
Bureau 4 'M via BG US and Guardian 37.7. . . 

P/G Bureau 4 VAV does oimilar distribution etc, 

Variable3here are tViat Bureau 4 Canada is respcinsib 
its 07m originals and must send excellent copies up the line::-; 
Australia must sencloriginaln to YAV because of the current sit- 
uation in Australia. 

Originals or original xeroxes are filed by newspape 
may be crosofiled depending on content. 

Bureau 4 \YW is responsible for originals of UK and 
areas where no G.O. exists. 

Bureau 4 U.S. is responsible for all originals of U 
US possessions. 

Bureau 4 Canada is responsible for all originals of 
find Canadian possessions. 

Bureau 4 Europe is responsible for all originals of 

3'uroau 4 Australia is - :-:ipf.na!1.2o for all originals, 
us5.ra.ija ar.«l Australian possessions 


original xeroxes of A> • 


Bureau. 4 lievr iValancl io rerv./nsiblo f c ,j- 
J'evr ."el-mu and ;j.»v/ £cnl::ii.l y-. . 


poo 
a i 
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Bureau 4 Africa ic responsible for all or iginnlfi of 
Africa, , . 

Any bureau having originals must route these to Bureau A. 

In the cane of good cr very good press or ciag-u: Lnc , 
the line must he handled in ouch a way that Bureau 4 W»Y 
rcccivc3 an original an HI generally elects reprints etc,. 

This usually entails buying two or more copies in th? area 
where the press was generated. 

Continental' Bureau 4 is responsible for ensuring that 
Franchisee in their areas send clippings into their Contin- 
ental Guardian Offices. 

Thi3 is the standard ’G.O.’ line for handling Scientology 
clippings. : - I 

■ ’ Nothing in thin Guardian Order alters other inter-bureau 
arrangements re clippings, c . g, between PR VA7 and PH US but 
all D/Gs Bureau 4 must understand that these lines ire 
in addit ion to the standard lino, and do not replace the standard 
l£ncT~* So* grab your hats back and let* 1 o see clippings moving on 
the correct lines. - 



Proposed by- B/G Bureau '4 OT 
. for * -Jane Kernbor 
• • * ' •• The Guardian W *’ 




(Copy of dispatch from C WW of 16 Oct. 67 RE: Cross Filing) 


Intelligence Co-Ord, WW 
Guardian KW 


Oct. 16, 196- 


Are our files really be cross-filed well - like all factors ab< 
each person noted Sc put into Yrw files. 

For instance, on attached report, a factor of the Royal Army 
Medical Corps would go in all files concerned. 

A Director of the, World Fed. of Mental Health would go in all 
files of persons who are directors. 

Etc. Etc.- - it is all this cross filing which does the work fo 
us. Is this being done? 

‘ ■' Love, 

KarySue 


Dear Jane - 

lou should do an oasier system by just making enough xerox copies 
so as to have a folder contain every copy rolating to it. Say you 
have the Psychology Society. Into this folder you would put a xer>x 
copy of all persons belonging to it that you might get reports on. 

And in tho individual folders of each person you would have a note ■ 
Member of Psychology Society - this way your files do it all for yo 
k no card index is needed. 


Lovo 







> 

y 

o 


L, v KJ 

I 

(Copy of dispatch *io C VW Ko Cro35 Filing) 

Guardian W/ W QIC Hat 19/10/67 

Guardian Intelligence V//V» 

Dear Kary Suo, 

As far ao I knew, tho 3yst«n of cross referencing that Lucy and 
I are using should moot our requirements. 

Re the important report that came in - I xeroxed copies for all 
important names and groups on it, and had files made by Lucy for each 
new person and new group. These are all X referenced, on ovr index 
cards, so that the whole network is available, and the miner names 
have been X referenced. They are easily locatable and are building 
up a picture of our enemies. 

On a report which vas as important and significant as that, I 
wanted every line to be available. So I think. that I am doing the 
correct thing. If there is any other method or additive you would 
like me to do - I’ll do it with pleasure. 


love 



Jane 
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HUDUAHP COMMUinCATlOWr; OK KICK 
Sui (it . Hi 1 1 Manor! Kant Grinstcnd, r-ucsux 

I1C0 POLICY LETTER OK ?.'j A PH XL J 


Confidential, 
non-romioco 
Intel] igcnce only. 

: INTEL!.] C.KUCB ACTIONS 


An Intelligence Officer, gives summaries . Hover cut ism tie 
of the situation. 

Intelligence should give facto and reports. DATA s what I: 
needed. Example "All info concerning Joe Jones has been .urneii o\ 
to prosecution for action" ... "Our investigation on Tom j-mith hu: 
revealed that he is a communist and war. arrested 5 times ’or variai. 
crimes . ve are taking further action" etc., etc., etc. That and 
that alone is vhat is needed, not ularming reports 3uch a; how l*uu 
it all is in Willabaloo. This is- au effort to give an estimate cf 
situation and is enturbulative . 

Suppression occurs when generalities are entered i ito 
reports.. Evaluations are generalities. 

Forwarding of fal3e information i3 a very high crine. Failur 
to forward information is an equally high crime. 

An Intelligence Officer collects data, files by Dane and urea 
writes summaries and forwards the duta to' the correct ter-iinal. Thi 
person should never ut any time consider themselves capabLe of givir. 
an estimate of the situation. This is done by the head of the 
division . . 

The Standard actions of intelligence are: 

1. Predict the trouble before it occurs by filing, cross 
indexing, investigation of areas, statistics and other means. 

2. Investigate for crimes, the individual’s who are 
creating trouble. 

3. Prosecute. 

This is standard, 123 action and should not be deviated from. The 
maxim is .. "when under attack .. attuck". The point is .. even if 
you don't huve enough data to win. the case . still attack .. LOOM. 7 
Reason is, it is only those people that have crimes that will at taw.*, 
us, and they vill soon back off for feur of being found out. when 
attacked back. 

Filing is a very important action in Intelligence. You rile 
by name and area. If you get u report that has 10 name;: on it .. 

10 copies are made and a copy placed in ouch file. Areas can be 
kept by country, ctate, town etc., depending how- large nr into! 1 i 
unit you are handling. 

Intelligence requires a very critical rye. Ho evaluation, 
generalities or estimates. Just data, luminaries and specifics. 


LIU! : j c L, HON HUUHARl) 

Copyright 0 19t*.0 Founder, 

by L. Hon Ui.LV nr d 
ALL HI CUTS iu:::i:nvEn. 
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The lowly and n:-glectrd item called FILE 3 is the c.-u. oe 
of more company downfalls than do ska and quarters ur.d so.~-.fi- 
tiruer. .even personnel. 

Because files are looked upon an routine clerical work 
they .so Id os are given enough attention l y executives. Vet 
the downfall of moos executives ia luck' of information and 
FILES. 

Files are- often considered an area of overwork 0:5 the 
shoulders o:f oaf; person or h part time- action. This is the 
most expensive "saviJig" an org can get itself into. 

Example: One org (.The. curly 1 60'c) did not have file 
cabinet* or proper respect for files and kept losing their 
6500 Central Files of clients. Tho org remained in incomi- 
trouble, . 

Example: Another Org (SH ‘60) would not 3'ile into it ns 
bills files or keep them up and routinely overpaid creditors. 
In '■£>'! for lack of these proper accounts files, it thought 
it owed £1 OCG when it actually owed £22,0001 And don't 
think that didn't cause management overwork! . 

Example: An org didn't have its C.? straight and its 
address vr.s therefore incorrect and not tabbed for publics . 
(AOXA 19~i-7.2). This cost thousands of del lam s ’week in 
(a) Fro ac wasted to wrong addresses (u) low returns (c) 
Insolvent Cash -Bills. 

1 could go on cJii c>n with these cxcnples, FSM Pgms • 
broken dovn as Dept lbs had no proper FSh file or any real 
selection slip file. Inability to promote to correct 
publics because of no tabbed address plates. Inability t,c 
locate suppliers due to no purchaser files. TIo personnel 
obtained as personnel files non- exist cut. An 3 so on. 

There arc LOTS of Files in an org. KCO F/L 2? Feb IS 70 
"The LPw'.I Comm Weekly iisport" lists the majority of these. 
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The Establishment Officer will find r.il too of 
in the flurry to ,:nl product. * , the flic forniu-.: and 
function if l>y- passed. will find files arc bo in; 

through :;»vl destroy..-.! by friniic: staffs. 
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files. !!•.* ;iij fl::l ic-.:a. (u:.J i / U ) tv-ders like* 

M Vh%sy •'-<••• cv<-n.iir..i' too ru-irb tii & organicin,- - . tv:. lilt.1 n 
tires pniuoing. So iiu; produce , don't oi'.-ivii j-j, '' 

Ouch people art* getting wood’s a* a.T :s at the? 
expense of nil next year's income ! 

They ever, crciev files uevtroy-d as "cl. ’I" inolwud of 
sotti:..;* no Archive?:;. 

Half tc- t\;.i th; ; of an or;:' ir.oo.v:' caroo f re it ha.vi.ng 
, a veil kept CVntrv.1 Files and Addieor- r.-.I F3.. fii c .*■ or.- •. 
lot of Ore -jit rating and cor root iv;y r.c coco.: i'ro:i bills 
files. P/L ssert HCOB files alr.ee t totally monitor training 
and process ing and Adain quality. 

So files are FliiA.'-ClAliL’i VITAL IC Aii CKO. 

Efforts to block c-r eh capon files supplies and personnel 
cast tc; countered. This is the first eteo of organising 
files. . f 

The next step is using a sinplc- eye tea that lots one 
recover things once they are filed. 

The next step is collecting everything to be filed 
while 3* 1 1 ir.v it.'. 

The next step is comoAc-ting the files (usually by extr 
hcJids ) . ' i 

The final step is M/.lTTTAlMiKJ the files by he oping 
. people- the re tc do it and having exact lines. 

Independent files all over a division are liable to 
file out of date or lost. Therefore it in best tc have 
DIVISIONAL FILES. Those usually go in the last Kept and , 
section .of the- Division. Usually every type of file in thq 
Div is kept there. 

In this way you oar? keep a files person on the Divioicjn 1 s 


A big deep PILES BASKET exists in the Div Coma? Center 

A Log out Log in bock ox iota to locate whore files 
have rone. This can be a largo colored card that -takes 
the place of the file., 

A Pre-file act of boxes A-2 sits above tho files and 
ic us od , sc. *.*no isn't f.j»oi!i;v; .* . • kI closing fj.lv cabinets 
every tisu on. 1 files in one scrap of pap..-! 1 . 


'*'■? SACK’./AJCiS Lire 1 * LlOill’dl Xi . " T!:J o’ 
of slow or r:j.s- filing. 


IjV.;-.KT VOi'iV'AJlDS 
b.i,;.ty;nt cause 


© 


© 


© 



c 


au : u ixw or 
••'•••• • ‘i-o' 



lr:i' <•; n fr 


There art: .no file:;" or eaten all "that 

it 1 h i.i;' a i;: whor. we dor.’t h.v-/o another place? for thc-r." . 


Cleric .air; t bo able to ret thin;;.*; on; rapidly 

U *.*0 :i In. 


Tuf? j’ilr;: loculi -*n j*i»t Uo no dir. inn l 

•; (likv lot ter rci<>oo o r no c our; tun l ■» ) that u 
:.3ccur-..;ed 'ey the do jay or this ti’.ce lest, 
rue t start ho oj: i n*.t their own indopcode. 


rr.-.r. the*, 
o i' 1 1 ;C? 

Vilen. 


A person without sea-vr.v i3 psychotic. 
An org without riles hit: no crcnory. 


The list 0 is"; responsible for or.jar.i?.ir-;*, entabi 
maintaining files even whan there is a files I/C 
Head, arid Dent heads are in corusund of file? and 
and over filer- people. But this decs Y-ot excuse 
0 fvi*a haviiig the Divr. files establishes!. 


4hUi 3 
T-he 
tlioir 


m 


If an 1st C only dirt this file action vf»ll , the 
>iO£ of or. or// and the decreased coot would cover 
file- cleric’s pay several times over l 

PILES AR3 VALUiBHE 31 Ah' ORG .* 


increase 
his and - 
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Establishment Officer Series 21 


FILES ACCURACY 


As Filer, are the vital operational line it is of the 
GREATEST IMPORTANCE that ALL FILING IS ACCURATE. 

A misfiled particle can be lost forever. 

A missing item can throw out a whole evaluation or a 

sale . 

Items get misfiled for four' reasons: 

. 1* Ignorance of the alphabet 

2.- Ignorance of geography 

5# Ignorance of the vital role of the files 

4. Personal out-ethics. ' • 

The remedies therefore are; 

1. ALL FILES PERSONNEL (a) MUST BE ABLE TO RATTLE Oj 
THE ALPHABET FORWARDS ALT) PACE WARDS , (b) They must be drilled 
then to be able to give the letter ahead of and behind eaph 
letter in the alphabet. 

2. GEOGRAPHY must be known to files personnel, particularly 
the locations of orgs, cities, states and continents. ?h| 
is done by drilling them on a map that has key locations 
related to files. 

5, Method 6 Y/Cing should be. done on wordc connected) 
with the post and action of filing. Then the value and 
purpose of the files they handle should be done by them. 

4. Persons with out ethics or on an ethics cycle sHould 
not be given filing as an amends as they are not drilled [and 
are out of PT to say the least. 


' ETHICS ACTION 

Anyone finding a mio-filed particle should report i 
the Ethics Officer, or IRister at Arps. 

He must then quickly make every effort to locate w] 
misfiling and take rapid action. 


The first action is to hat them ao abovo 



Any repeat is an Ethics Offense handled by a Court, 

If the E/O cannot find the person or does not act ho 
himself must comb all files and straighten up the particl 
* % 

: SUMMARY 

it is of vital interest both in ease of work and 
^financially that all files are straight. 


L. RON HUBBARD 
FOUNDER ' 


LRH:'rit . . 

Copyright © T 97.2 
by !.• Ron Hubbard' 
ALL RIGHTS RESERVED 



EVAL ON CIC BACKLOG . 

(title not written on original copy) 

POLICY : P/Ls on Backlogs. 

SITUATION : Vital Intolligcnco data not getting into files but sitting 

•ponding' handling cuasing files to bo out of date, 

There lias been a backlog of filing in Bureau IV over since 
September 1968 which with fluctuations and minor h; ndlings 
has been steadily growing for 5 years currently re; ching 
enormous proportions. Stats for the activity are false. 


STATS: 


2iith October J 1973 


DATA: There are currently 23 piles of backlog. 5 larger piles 

are entirely newspaper clippings, 9 of the piles ;xe 
30;$ - 5Qi$ clippings. 2 of the piles are 1Q^. clippings. 

2 piles have no clippings. The remaining piles ar> un- 
inspected but by label would be 50 5$, $ 0 %, 205$, 50£ clip- 
pings, e.g. by averages of piles only, 535$ is clippings 
including traffic on route to files. Clippings we: *e 
found for crossfiling under general subjects, name;;, areas, 
otc. etc. ' Xeroxers etato that most time consuming action 
is xeroxing clippings. Time is also used clipping clippings 
(3/1: hr. to h hrs per. day), marking clippings, moulting 
clippings and filing clippings. Piles of clipping;: are 
mixed, e.g. clippings on Scientology and clippings on 
subjects plus Intell reports etc. Time is also usod up 
hunting for clippings for PR etc.. The only extant data on 
' clippings is: 

HCO. P/L March 1, 1966, that clippings are filed on subjects. 

HCO P/L ll: May i960 which outlines how to handle c lippings 
on Scientology. 

CS-G Dispatch 26 Kay 1968 indicating you clip and :ros3 
file data on a located source of antagonism. 

00 907 indicating you oross file clippings after locating 
tbo source or area of antagonism. 

The only other data was a hat write-up by Former I at Chief 
WW, Brian Day, who set thi3 lino up. 

The big outpoint here is Altored Importance. 

Work 1, Clippings 2h, Reports 1. 


WHY: The clipping of newspapers and the handling of clippings 

havo been given equal importance to collecting Intelligence 
data and croos filing the data. 


ETHICS : Local. .Policy by previous Int Chiof bought uninspected and 

re-inforced by current D/0 Info, 


IDEAL SCENE : Clippings on Scientology, clippings on subjocto, clippings 
on individuals and reports given their corroct rolativo 
importance por policy on clippings. 



- 2 - 


~ 

r -?JQhT ID Zkt 


Locate all piles of subject clippings older than 1 year 
and all piloa of unmoving novspapors and burn them oa a 
demonatration for Bureau IY staff. 




Indicate the why and demonstrate it Graphically, then got 
tho correct policies in and reduce the flow of clipping a. 

1. Immediately call on all hands B. It to get only vital 
• Intell reports etc. into tho files vith no further 

delay. YJork out a schedule for all hands action apd 
wipe out the backlog. 

D/0 Info ViW 

2. Continue all current filing activities. 

CIC Dir 


Star rate checkout the above references in the dat^. 

D/G Info WW 

Indicate the Vhys to B. IV staff. 

' . , . D/G Info Vrf 


$, Gather together piles of unmoving nswspapers and 1 
.. plus old clippings and burn them with staff present, 

D/G Inf o \M 


6. Write a proposed G.O. giving the exact significant 
and handling of 

(a) Clippings on Scientology 

(b) Clippings on subjects 
t (c) Clippinga on individuals, 

D/G Info Y/W 


Ensure that every Info porson trained at WW gets 
copy -of the Guardian Order. 

D/G Info Comm 'WW 


Enforco that volume of clippings cones down to na: 
ablo proportions, 

... D/G Info YM 

CIC Dir 


Mo Budlong. 



CU/JIDI/.1! lWD<.H 



D5SCt<irTIC'B 0? CTC FILING svsts: 


As Bureau I CIO \T<I io presently converting over to micro-film, it is 
important that all Guardian Office Information Bureaus are aware >f the 
type of filing 3yoteia used at World Vide and .also arc aware of thi 
standards required in reports sent to' World Wide. 

For that reason a series of Guardian Orders has seen written giving a 
description of our filing system, the micro-film system, and the standar: 
required octh for use in the systems and use after the conversion to 


The first in this series is a description of the CIC Files systen at 
This system is in use presently and will remain in use after the 
conversion to micro-film. It is as follows: 

The filipg system is divided into 6 categories: 

1. Lou tit * ' - ' V- ' . • 

2. Traitor * • • . ' 

J. Enemy * .... 

4,.- General Area 

5. General International 

6. Erienor International ' • . 

7. Intell •• 

8. newspaper Files ... 


(* Does not refer to the Conditions) 


1* lOUdT: A non treacherous Scientologist who comes- up in an intoll 
report. These files are used a lot By Branch II. The Doubt files 
are not filed. by country, out are filed alphabetically with the 
whole- world 'in together, as Scientologists move around a 'lot . 

2. TdAITCit . An ex-Scientologist who has gone to the press or police 
or to court, or in so;n« way attacked us or harmed Sciontolof y. 

These are filed alphabetically and oy country. 

J, FTrrlY : An exterior suppressive, or his connections, i.e, any person, 
group, organisation, company, government department etc. mentioned 
in an intoll report who Ucuk not fit into category (l) or (:>) above 
These are filed by country and : il uh*i ■• 0 1 i c a 1 ly within the co miry. 

(Mote: If a person is temporarily residing in a country - j.g. 
an Ai..r.>assadcr - a dummy file ie'rado for the- country he ia in 
temporarily and his true file is kept in hi:: ho:....- country.) 



r\ 


O 


i 

’ J V iM Cu ‘'' ; ia’-: oi f J lea of ;.u.\i , ciw ( no l p..oj.le 
or «. ;•,* ii: i.i inter. :;V * o g'.-in-ntol'.., y sunn an AvvrnLoii 

The y, ;.r:un :;uv, Crii.*, ! lnw-jun In.ui LuUui:-.lir.i 

divide ! i eonutrii!.; I t!'... different 

rilvc at-, a ?vl j:»»ub:-lict.liy vi thin e*u:;. country. 




i cf cuojccts of .intc-rust 


lid 


ar« cow red from nr* i.ntwrn.ili..nal viewpoint, ; .g. Bunking, 
Corriunj.:::.:, nuthuiMoiu, K Inane.., Into: iigenc. , H.ntul Health; Ires 
Psychiatry, Psychology , -.-tc. These- are filed alphuboti cal ).y by 
subject. . 

C. H'.Tii.r.' .'•Ifi'r.I- ; As for category ( -j) noovu, except that this 

section i:: Tor international org inicnticns such as Ar:r.-_a ty 
International, kuropenn Intuguu'ror Hun-ts jUr;hts, International 
.’ior.e t-.ry Fund, Cnribnoiiir Iadova tion Tor Ji-.-alth, United 

IKtionc, Vorlti., Ccunci 1 ex £twch«. 3 , V.'Fi.’K, World Psychiatric 
Association etc. This' section ii; Tiled aipnaowtically. 

• 7 • b :. Tu’esv. are divided inic V sections. 

T a* l'irst. -suction, censist** ox' files of reports, 'infoz&nxion, etc. 

- received; free .individuals >*ho aiv .net staff r.cne-«rs‘ nut who.' do 
part ti.-j-.: work- for. the. Bureau- or vho volunteer infohuaticn etc. 
on a casual basis. 

•' The second .section- is for &anh, Guardian Office around the planet 

• .-and contains. the- branch I and Branch II •.wiki;,* reports find report; 

- • concerning Bureau management etc. . -’ " * 

Those .two sections are, of course, ’each arranged alphabetically, 

• ii, •• J'n',JF,?:\yy2: PH.-iij ’.' Those : cont-tir. in. data order the mounted. 

■ Scientology ciippir.gr, originals wherts .pcsoiclo, |arid'. nrd filed 
alphabetically under the* noeio of ‘ the nev:spapc-r/^utrazin*:- - 
having first osen divided into countries alphabetically of course 

The iioove is tho Bureau I C1C W filing system. All intell reports 
received at \hl are crossfiled under each name- mentioned in the report] 
under the appropriate category. This is an excellent .system and very 
workaole . 

The "special 'bonk" files niv in addition to thu renin fills duscribsd 
' ‘ aoovo, and are done as per GO ‘jCJ Intelligence Jistimsti&nh' and 
Predictions. . _ . 

For further information on. -the aoovo main system of questions on how 
tc change to this system or problems with the system, contact the 
■ • -ClC Director Brunch cl Bureau 1 W. . . . . ... 

:».V Michael" Taylor 

• •’ • ,c '.l/CIC. Dir W 

-..ii i.; ...•; y. ■ • v .. - ...and . Catherine- Gogeri 

-VO * hv ,vr..,i . .. . £!: z:J*u ’ •• > ' H. CIC ' Officer Vv/ 

‘ ~ X ’’" 'for* *ll«ira ; iKr.‘ Brundel 
j. . % . . „ . ^ ... isranch I. I>ir W| 

• .. * ” ’ ” \ ’ for y Ko lakHicug 

• ”. - '. I • • .. :. “ iXJ Ini’o 

' . - ^ . , for . Jnr.w Kom ! -c-r 

• .. .*’ ”. . ' The Guardian VAJ 
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Micro- f 3.1k r,yr. te rn 


20 June 197 ki 


C\ 




Ao a necond in n series of Guardian Orders to make Guardian Offices 
around tne planet more familiar with the CIC Branch 1 Bureau I WW 
filing aud micro-film system, this Guai-dian Order 13 issued to give 
a "brief description of the micro-film ays tea and the standards needed 
to get Good quality micro-film copies. 

The micro-film system consists of the following equipment: 

. 1. Rotary Camera 

. 2. Automatic processor 

3 . Reader Filler 

4. Jacket Reader 


The particles that one wants to copy are taken to the camera and fed 
into the machine by means of a feeding tray at the front of the camera. 
The feeding tray will take particles up to 13 inches high. The particle 
are "then returned at the notion of the machine. After a complete rpll 
of film has been used, the roll of film is taken out of the earner: 
carried to the processor whore it is processed. Then once the roll I has 
been processed, it is taken to the Reader Filler where it is loaded! into 
jackets (the jackets are the actual file, they are 5 inches by 6 
and hold up to 75 particlo/frarae.s) . And once the film has been loaded 
into the appropriate jacket the jacket is filed, (as per CIC Series :*'o.l). 
The person, organisation, business, etc. now has a file. When some): 
needs to look at it, they place it-in a viewer. 


That is basically the nicro-fiiia system end the cycle of action in 
Getting particles on file. Sow, the standard required: 


Particles tallGr than 13 inches high will net feed into the 
machine properly, insure that reports are on standard size 
paper (to be covered more clearly in CIC Series Mo. 3 ). 

- Poor copies will of course- reproduce poorly. Ensure that 
reports sent to ‘.'7 are clear, written black on white. Where 
this iG not possible, as in the case of original documents, 
a copy of the document chould be typed and attached to the 
original. 


- Another problem is with things written/typed on both, sides 
of thin paper (i.e. uir Kail paper). • When filmed, the 
writing from both sides shows on tho film.' To handle, simply 
use only ono side of the paper. In the caso of originals, 
handle- us mentioned above- by typing a cony. 


' . - Although moat colours will reproduce clearly, some don't. 

So to ensure best pass join reproduction, ur.«v olaok ink on 
vhito paper. 





.» i cl lowing wl Hi point a vill iJi’ciit-ly uoaiot in the utoraC'. 

•tricval of da In. 




Ilicho-1 Taylor 
T/C1C Dir VM 

and Catharine Gogorly, 
CIO’ Officer V/V. . 

for Heruann Srundel 
Drench I Dir W 

•for ..-.Wo Bud.lo.nc • 

DG Info Mil 

for •. . J ano Konjc-er , 

. • Thu Guardian V.V 
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GUARDIAN OJlDLil 


20 June 1974 


COHFIDiEITIA L 
CIO SERINS NO. 5 
Standard a for Reports 


Due to the- tremendous traffic from the- Guardian Office Info Bureaus 
around the planet to World Vide and cocauso CIC Branch I Bureau I Vfv/ 
is currently converting over to micro- fils, the following standards 
for reporta must oe set. These standards serve n dual function. 

First, they make it easier for the executives who handle the particlss, 
end secondly, the reduce the recount of handling required to get the 
data into the files. 

These standards ore os follows: 

1. All reports sent to YAW must he typed where possible* 

2. The reports must be on white paper end typed/written in clack irk. 

3« Tho reports must' ce on standard size paper (i.s. Foolscap or 
•Quarto for UiC and Commonwealth, A4 for Europe, and x H or 
& 2 w x Ip for tho US). The important item here is that tho reports 
do not exceed standard sizes of paper as these will not feed 
into tho micro-film camera. 

4. Use black typewriter rio»ion3, black carocn paper, black pens, 
Reports done in other colours will not reproduce as well. 

5. Poor. quality copies must be. accompanied by a typed copy of the 
original (more on this in CIC Series No. 6). 


The above will handle tho problems with reports sent to WW find will 
make operations much smoother and more efficient. 


liichnel Taylor 
T/CIC Dir WW 



and 

Catherine Gogorly 
CIC Officer YAW 


for 

Ueruann Brendol 
Branch 1 Dir YAW 

! 

for 

Ho Bud long 

1* 


BO Info VJ 


for 

Jana Kembor 

The Guardian YAW 
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CIC SiTdKS 110 . 4 


Spoiling 


All ncncs of people, organisations, and businesses contained in| 
sent to Guardian Office Info Bureau VW must bo spelt correctly, 
to mis-spelling or "guesses" of nanus, the data cay become cor.jjlctely 
lost. Vo have no way of telling correct spoiling of names from 
incorrect, except as they cone to us on the reports, and all to 
often, we find one person has more than one file because the r<j 
were sent in with the nano nis-spelled or mis- duplicated by th; 
writing the report, bo make 100;i sure of the spelling before jl 
on the data. Some common exanples are names like Johnsson, Jehn3cn, 
Jonson; or Kristine, Christine; or Thomson, Tonson; eto. Another 


reports 

Due 


[ports 
person 
ou pass 


is names ending in "o" like Clarke or Browne, 
names in the report are correct. 


So ensure that 


Michael Taylor 
T/CIC Dir W 

and Catherine Gpgerly 


CIC Officer 


he 


VW 


for Hermann Brqndel 
r VIW 


Ho Budlong 
BG Info VW 



GUAllDIAK OHMiP. 



20 Juno 1974. 


Because of the amount of truffle that pauses by on the executives line 
daily, and oe cause of difficulties caused in filing, a reminder line- is 
to do used after numes mentioned in reports. The reminder line yorks 1 ' 
as follows: 

A report is sent to W and in it, it states: "Joe came into the ovg its 
today and we discussed the same thing we vent over lust week." To the 
person writing the report thi3 may moke total sense but to the persons at 
YM reading it, the following questions may arise. Firsl;, who is Joe, 
and second, what is talked aoout? The fact that a report was sent to Y;V 
the week oeforo makes no difference as VW Info Bureau ha ndles hundreds 
of such reports a day. AI 30 even if the executive readnng the report 
did remember the scene, the staff in C1C probnoly wouldn’t. 

So, to help orient thy people reading the report to the 6cene and ,to aid 
CIC in getting the data correctly and quickly into the files, the reminder 
line is to bo added. Thus the report goes like this: 'Joe H. Blow, "tpe 
reporter from the "Whatever TriDune", came in again this week and he still 
wants to do the article on Scientology, etc." Or, "Jane3 C. . Saiiji, 

. attorney for ABC Company, called and mentioned that ... ..*ete." ‘ -Or, 
Neils P. Anderson, tho staff member 'who set fire to the rbdeptiqniqt deck, 
is now etc." 

In other words, you have no w familiarized the person reading the report 
with tho scene so that ho doesn’t ‘have to look for f urt aer . data. * fThis 
obviously doesn't need to be used every time the person's name .-is 'mention., 
in the report and in some cases would not ue used duo to lack of data by 
the person writing the report but it should be used as often. ;a,b.,p 9 es|blc. 



Michael Taylor 
T/CIC Dir 

and 

Catherine Cogerly 
CIC Officer 

for 

Hermann Brendcl 
Branch I Dir. WW 

for' 

Mo Budlong 

DG Info \M 

for 

Jane f ember 

The Guardian VW 
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Quality. of Copies 


20 Juno '197 ( \ 


Recently the Info Bureau World Vide* in the process of con' 1 
over to micro-film, has been running into a problem with tij 
of the copy of the reports Being sent to W. This is asp i 
in the area of xerox copies sent to us. The procedure in 
is the original copy (once micro-filmed) is destroyed, hut 
of poor copies it is useless to even put it on film. So in| 
ensure that all reports sent to Wtf are clear and can ho 
on micro-film. Where this is not possible', as 'in the cas.e| 
documents (which are thonsc-lves poor copies), a typed copy 
attached to the original. 


Michael 

‘ i'/e ic 

and Gather iju 
CIC Of: 

for Herman 
Branch 


for Mo Bud long 
* W 


for Jane Ki 
The 


inerting 
[e- quality 
rally true ' 

I icro-fi lining 
in the case 
the future 
reproduced 
of original 
[should he 


aslily : 


Taylor 
r Vi! 

ie Gogerly 
.car Vtf 

■rendol 
i Dir W 


! cipher 
■diiin VW 



